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Reference Tables

This document discusses how to update reference tables in 
Web.ICASS. After you have completed the update, verify your 
budget plan to apply the information.

Introduction
You have access to the Update Reference button when you 

are in the Plan Maintenance file. This file is located in the 
Budget Plans folder.

The Update Reference button allows you to update 
reference tables. For example, the ISC may update the salary 
schedules of American employees. You need to apply these 
schedules to the US Citizen Direct Hire file. 

ALL Posts must use the Update Reference button to update 
the reference tables until further notice by the ISC.

Update Reference Tables
To update the reference tables:

1 Click Update Reference at the top of the Explorer 
(Figure 1.1). This opens the Import Reference tables 
window.

Figure 1.1 - Click Update Reference, and navigate to the file that contains the updates

2 Click the Look in arrow to select the drive where the 
reference tables are located. 

3 Navigate to the file containing the tables, and select it so 
the name of the file appears in the File Name detail box.

4 Click Import. The import process is initiated.
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NOTE: If you do not have 
an updated ICR file, 
contact the ISC to have it 
emailed to you. Contact 
information is located on 
the ICASS website 
(www.icass.gov).
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Verify Budget Plan
You can choose to verify the budget plan at any time. Only 

the current budget phase is verified. You will want to verify the 
budget plan to apply new updates from the reference tables. 

To verify a budget plan:

1 Select the budget plan you need to verify in the Plan 
Maintenance file (Figure 1.2).

Figure 1.2 - Click Verify to confirm that there are no errors in the budget plan

2 Click Verify. The Verification window opens.

3 Click Next. Another Verification window opens. 

The plan which you 
select (and is 
highlighted) will be 
verified, regardless of 
whether it is open.
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4 If the information has no errors, click Next to continue.

If the information has errors, you have two options:

• Click View Report to create a verification error report. 
See “Verification Error Reports” on page 4 for more 
details.

• Click Next to continue to the next verification without 
creating a report.

Repeat this step for the other verifications (Figure 1.3).

Figure 1.3 - Various verification windows may appear

5 For the final verification, you may have two options:

• If the information has errors, you may click View 
Report . 

• Click Exit. 

The verification process is complete. 
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Verification Error Reports
If there is a verification error report is created, you may click 

View Report to see the error. The report appears. (Figure 1.4 
shows an example of an error report.)

Figure 1.4 - This is an example of a report showing Duplicate Lease Errors

You have many report options. For example, you may save 
the report or print it. Refer to the ICASS User Manual for 
further details about these options.

Click the  in the upper right hand corner of the report to 
close it and continue verification process.
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When you verify the budget from the Plan Maintenance file, 
five verifications are performed (Table 1.1).

Table 1.1 - Budget Plan Verifications

 Verifications Description

Depreciation Worksheet Reports any items on the Depreciation Worksheet valued 
under $25,000. Forklifts are the only items exempted from 
the required value.

Cost Center Worksheet Verifies that 100% of all budgeted costs are allocated to 
Cost Centers on ASP cost center worksheets.

Distribution Worksheet Verifies that ICASS and Non-ICASS cost center 
worksheets have allocations in the cost center worksheets 
and at least one workload count is entered on the 
distribution worksheet.

Leases Worksheet Reports duplicate lease entries on ICASS and Non-ICASS 
lease worksheets.

Targets Verifies if there is any difference between the ICASS and 
Non-ICASS issued target amounts and the derived target 
amounts. The budget must be in the Initial Budget or Final 
Budget stage for this verification.
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